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1. The overall responaibilities of Records Management officers
have been established by the Agency and are as indicated in Attache
ment VAW,

2. The following steps in & Records Management Progran for
the logistics Office sre outlined as the basic functions to be
underteken immediately, with a view to accomplishing the overall
objectives:

8. Titsl Materis) Frogram
Establish 2 definite scheduls of Vital Material

documents through the medium of a logistics Office Notice
requesting each Division and Staff Chief to designate in
sdvance certain material which will automatically becomse
& matter of vital record. By establishing such a achedule,
1t will be possible to have a Vital Materisl copy of
mamdocmntamed;tmeﬁmcfoﬂ@n, and
thus eliminate a grest deal of merofilming, which is

r and is considered to be less readily available for

¢ in case of real emergency. In addition to an
sstablished liat of Vital Material, it will be necessary
to constantly sereen office records for particular documents
important to the Tital Matertsl Program.

b Records Surveys

Make physical surveys of all Loglstics Office recards.
Such surveys to cover: location, type of records and general
description, method of filing, dates, type of filing equipe
ment used, space occupied, and other pertinent data, These
surveys will of necessity be time consuming, particularly
the original swrvey, but will constitute the basis of other
phages of Records Management.

The Logletics Office accepted an established Disposal
Schedule, authorized by the National Archives and approved
by Congress, the latter part of 1952. This schedule must be
constantly reviewed and requests submitted to the Archives
to include any additions to, or changes in our basic record
classifications, :
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?ﬁlm;mmﬂamay set Poll :
, J up an adequete followe;
mﬁmngmmin;mfmwithmmmzid
Msposal Schedule, which also specifics a retirement date,
mmﬂmbemmedanmteﬂdmttothe

necessary the logistics
me;;mmuﬁm?rmm. Msmﬁm@wm
nant existing Agency Correspendence Manual axpedi
to the needs of this office, ® ot

f. Msll cantrol Frocedure

In February 1953, following surveys of the mail logging

md control in the logistics Office by organisation and
maam Service and Records Management and Distribution
i s G50, the present msil control procedure was established.

Wthepmtaymmmmmmﬂwarm
ﬂmt, it is proposed to review this system, particularly
within the Divisions, in order to recommend any changes ine
ﬂi&mdtaaliﬁnate duplication of effort or unnecessary
processing of documents.

existing system to bLetter serve the needs of our ular
operations, It is proposed to imitiste a system 3?22.5.
referencing f1ling with the Form 35e1, Mail and Routing Siip,
MW&M&M&MW&M & Central File
am‘nemmamﬁwmwmmme SPRCE Prow
Mﬁﬂmtmmtﬁamwﬂlex. )

h.

RM&%MM&W&%M;&@
Office for Agsncy Regulations and Notices, and logistics
Office Notices and Procedures, and furmish the Regulation
Gomtral Staff and the Lo/Matl Room with current lists io
faciditate the expeditious handling of such material.
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1. ZTop Segret Material

The present system of handling TS material was recently
installed snd sppesrs adequate at the presment time. It is,
howey sed to assist the Top Secret Control officer
in Mw documents in this nffice, with s view
to reclassifying or dispoaing of obsclete documents.
 Imsure that adequate logging and filing is maintained
far a1l csbles received in the Logistics office, and that
oar requirements submitted to the Cable Secretarlal are
upwtomdnte and sufficlent to meet the operating needs of

this Office. |
- FrwitE B ;::‘:x—w; m ;ra- B M arens t

M pheges of the Agency Fecords Management Progra

. appear to be in the og Stage, and until such time as
the Agoncy mmg eonﬁr;’l of forms, it 1g pro=
posed to sccumulate coples of a1l Togistics Nffice forms
and semples of varions reports with a view to future malysas
tion and mml

Attachmentt "B" is a proposed Logistics nffice Nolice
ut.bgis}ﬁng an sctive Records Managemsnt Program and designating

& Records Mamagement Officer,
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